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Important The required fields referenced in this chapter refer to system-required fields.  These 

fields are required in order for the form to be saved in approved status. 
 
The information that is required due to policy may be different from those that are 
system required. 
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Accessing Provider Service 

  
Introduction The Provider Service functions in KAMIS establish Service and Funding combinations, and when 

necessary, assign Service Unit Cost pricing, for each provider that provides services to an individual.  
 
It is also used to terminate a provider's service/funding combinations and/or pricing if no longer 
providing the service, or if the provider is no longer in business.  

  
Before you 
begin 

The provider must already be set up in KAMIS through the Organization Maintenance process. See 
'Chapter 22 – Organizations' for more information on setting up an organization.  

 
How To Follow the steps in the table below to access Provider Service.  

 

Step Action Result 

1.  From the KAMIS Home Page, click on the 
Provider Service button, located in the 
ADMINISTRATION region.  

The Provider Service page displays.  

 

 
 

 
 

Note: The logged-in user must have the proper security role assignments to access the Provider 
Service button and its functions. 
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Add Service/Funding Combinations for a Provider 

  
Introduction Service and Funding combinations need to be associated to organizations that provide those 

services.  

   
Important If a new service/funding combination is added for a provider, it may be necessary to do a Mass 

Update to update all customers' plans of care that are affected by the service/funding change. Refer 
to Chapter 23 – 'Mass Update' for instructions on this process.  

 
How To Follow the steps in the table below to complete the Provider and Service Funding association 

process.  
 

Step Action Result 

1.  By default, the logged in user's organization 
displays in the Organization field.   

The logged in user can only access and setup 
Provider Services for their own organization.  

2.  In the Provider Search text box, type the 
name of the Provider for which the 
service/funding combination is being set up. 
 
If unsure of the exact name, enter just the 
first few characters of the provider name.  

Provider Search text must be entered to 
populate the Provider selection list.  

3.  Press Enter to populate the Provider drop-
down list.  

All Providers that match the Search entry 
display.  

4.  Click on a provider name to select the 
Provider 

The provider name is highlighted.  

 

 
Note: All KAMIS organizations that match the Provider Search entry appear in the Provider select 
list, not just ones in your area.  

5.  Click on the Retrieve button An additional search is done to find any 
service/funding combinations that have 
already been set up for this provider.  

Continued on next page 
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Add Service/Funding Combinations for a Provider for a Provider, continued 

  
How To (continued) 
 

Step Action Result 

5. continued 

  If 'Retrieve' returns… Then…  

  'No data found'  Proceed to the next step to add a 
service/funding combination. 

 

  Active Service/Funding table See next section for instructions on 
how to modify or add pricing to an 
existing service/funding combo.  

 

  

6.  Click on the Add button.  The Service Details page displays.  

 
 

7.  Select the Service from the Service drop 
down dialog box.  
 
Tip: Type the first letter of the service, scroll 
to the specific service and click to select.  

The Service field populates with the 
selected service.  

 
 

 

Continued on next page 
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Add Service/Funding Combinations for a Provider, continued 

 
How To (continued) 
 

STEP ACTION RESULT 

8.  Select the funding from the Funding drop 
down list.  

Only funding that is associated with this 
service will display in the drop-down list.  

 

 
 

9.  Enter the Effective Date that the 
service/funding combination is valid. 

The service cannot be used prior to the 
date entered here.  

 

 
 

10.  Click on the Create button. The service/funding combination is saved. 
 
The Active Service/Funding table displays, 
with the newly created service/funding 
combination listed.  

 

Continued on next page 
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Add Service/Funding Combinations for a Provider, continued 

 
How To (continued) 
 

STEP ACTION RESULT 

10.  Continued   

  

 
 

11.  Repeat steps 6-10 for each service/funding 
combination to be added for the provider.  

The Active Service/Funding table will 
update with each new service/funding 
combination added.  
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Add Pricing (Service Unit Cost) 

 
Introduction Each Service/Funding combination that is created for a provider must have a service unit cost 

associated to it. Adding pricing to a service is what makes the provider of that service accessible in 
the Plan of Care.  

 
How To Follow the steps in the table below to add pricing to a service.  
 

Step Action Result 

1.  From the Provider Service page, Search for 
the Provider, then select the correct 
provider from the Provider list.  

The provider name is highlighted.  

2.  Click the Retrieve button. The existing service/funding combinations 
for the selected Provider will display in the 
Active Service Funding table. 

 

 
 

Continued on next page 
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Add Pricing (Service Unit Cost), continued  
 

 
How To (continued) 

 

Step Action Result 

3.  Click on the View/Modify icon The Service Details page displays. 

 

 

 
 

4.  Click on Add Pricing The Pricing Details page displays. 

 
 

 

Continued on next page 
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Add Pricing (Service Unit Cost), continued  
 

 
How To (continued) 

Step Action Result 

5.  Enter the Unit Cost Enter only numbers and a decimal point if 
needed. This is a required field. 

6.  Enter the Cost Effective Date Only POC service line start dates that are on 
or after the cost effective date will be able to 
use this unit cost. This is a required field.  

7.  Enter any Comments as appropriate. Optional 

8.  If this entry is associated with the USDA, 
select “Yes” in the drop-down box. 

If unknown, leave at "No." 

 

 
 

9.  Click on the Create button. The Service Details page displays again, now 
with the Active Pricing table, displaying the 
price information just entered.  
 
Note: Any trailing zeros entered in the Unit 
Cost are dropped when displaying the cost in 
the Active Pricing table.  

 
 

10.  Click on the Back to Provider Services 
button. 

Returns to the Provider Service home page.  
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Terminate Pricing (Service Unit Cost) 

  
Introduction If a service/funding combination is no longer being used for a provider, or if there is a pricing 

change for a service, it is each organization's responsibility to terminate or update their unit cost 
associated with their service/funding combination in Provider Service. The new unit cost is added (if 
a unit cost change), and the current unit cost is terminated when no longer needed. The current 
unit cost must not be terminated until all Service Provided billing at that rate has been completed.  

  
Important Whenever a pricing change is made to a service, a Mass Update must be processed to update all 

customers' plans of care with the new pricing. This should be done before terminating a price to 
ensure affected service lines do not end up with an error. Refer to the KAMIS chapter on Mass 
Update for detailed instructions.  

  
How To Follow the steps in the table below to terminate pricing for a service/funding combination.  
 

Step Action Result 

1.  If the Provider Service home page is not 
already displayed, click on the Provider 
Service button on the KAMIS Home Page.  

The Provider Service home page displays. 

2.  Do a Provider Search to find and retrieve the 
appropriate provider information.  

The Provider's active service/funding 
combinations display.  

3.  Click on the View/Modify icon for the 
service/funding combination to be updated.  

The Service Details page displays.  

 

 
 

 
 

Continued on next page 
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Terminate Pricing (Service Unit Cost), continued 
 

 
How To (continued) 
 

Step Action Result 

4.  Click on the Modify/Terminate Icon on the 
cost line that will be terminated. 

The Pricing Details page displays.  

 

 
 

 
 

5.  Enter any Comments as appropriate. Optional 

6.  Enter the Termination Date that this price 
will no longer be valid.  

Required.   
 
Note: Once a termination date is entered, 
the price is no longer available in the plan of 
care, regardless of the actual date entered.  

Continued on next page 
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Terminate Pricing (Service Unit Cost), continued 
 

 
How To (continued) 
 

Step Action Result 

6. (continued)  

 

 
 

7.  Click on the Save button. The Service Details page displays. If this was 
the only active pricing entry, a 'no data 
found' message displays in the Active Pricing 
region.  

 
If a new price needs to be entered, it can be added now following the steps in the ‘Add Pricing 
(Service Unit Cost)’ section of this chapter.  

Continued on next page 
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Terminate Pricing (Service Unit Cost), continued 
 

 
How To (continued) 
 

Step Action Result 

8.  To view the terminated pricing, click on the 
open region link next to the Terminated 
Pricing region heading:  
 

 
 

The Terminated Pricing region expands to 
display any prices that have been terminated 
for this service.  

 

 
 

IMPORTANT: If a price/unit cost is terminated by mistake, do not add the same price back in. 
Instead, contact the KDADS Help Desk and request the terminated pricing be made active again.  
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Terminating Provider Service/Funding Combinations 

 
Introduction When a provider no longer provides a service, the service/funding combination needs to be 

terminated so the provider will no longer appear in the provider drop-down list for that service in 
the plan of care. All active pricing for the service/funding combination should be terminated before 
completing this task. 

  
Important A Mass Update will need to be processed to update affected customers' plans of care. The service 

will need to be changed to a new provider, or the service itself ended.  

  
How to Follow the steps in the table below to terminate the Service/Funding combination for a Provider. 
 

Step Action Result 

1.  In Provider Service, use Provider Search to 
retrieve the appropriate provider 
information.  

The Provider's Active Service/Funding 
information displays.  

 

 
 

 

Continued on next page 
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Terminating Provider Service/Funding Combinations, continued 

 
How To (continued) 
 

Step Action Result 

2.  Click on the View/Modify icon for the 
service to be terminated.  

The Service Details page displays. The Active 
Pricing region should show 'no data found.'  
 
Note: If there is still active pricing, STOP and 
terminate the pricing per the steps provided 
in the previous section.  

 
3.  Click on the open region link next to the 

note in red that states 'Please modify pricing 
below. Only use this region if you are 
terminating a service for this Provider.' 
 
Note: To prevent a service from being 
accidentally terminated instead of the 
pricing for that service, the region has been 
hidden.  

The region expands and the Provider Service 
Funding Termination Date field displays.  

 

 
 

Continued on next page 

Click here to open 
the Service/ 
Funding region. 
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Terminating Provider Service/Funding Combinations, continued 

 
How To (continued) 
 

Step Action Result 

4.   Enter the Termination Date Required 

5.  Click on the Save button.   The service/funding combination is 
terminated and the Provider Service 
page displays.  

 The Active Service/Funding region 
displays a 'no data found' message.  

 The Terminated Service/Funding region 
is hidden.  

 

 
 

6.   If desired, expand the Terminated 
Service/Funding region to see the 
terminated services.  

Optional 

 

 
 

 

 
 


